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Why use Postdoc?Why use Postdoc?

Store documents that can be accessed Store documents that can be accessed 
anywhereanywhere

Securely share documents with other Securely share documents with other 
members of your group.members of your group.

Administer your own contentAdminister your own content

Create email lists and access archived Create email lists and access archived 
email threadsemail threads



Postdoc FeaturesPostdoc Features

Personal Folder (“My Folder”): Folders, documents, groups, listsPersonal Folder (“My Folder”): Folders, documents, groups, lists and links and links 
that are owned by you or that you have access to. Also, the defathat are owned by you or that you have access to. Also, the default location ult location 
upon login. upon login. 

Top Folder: The top level of Postdoc from which you would do seaTop Folder: The top level of Postdoc from which you would do searches rches 
from.from.

Users: Locate a Postdoc userUsers: Locate a Postdoc user

Groups: These are groups of people in one organization or team tGroups: These are groups of people in one organization or team that can be hat can be 
utilized to grant group access to a particular item with customiutilized to grant group access to a particular item with customized security zed security 
levels. You can create, remove or locate a group in this area.levels. You can create, remove or locate a group in this area.

Lists: Generally, closely tied to groups in postdoc, but not reqLists: Generally, closely tied to groups in postdoc, but not required. A mail uired. A mail 
list is utilized to send emails to multiple people using one emalist is utilized to send emails to multiple people using one email address (i.e. il address (i.e. 
sample@postdoc.arc.nasa.govsample@postdoc.arc.nasa.gov). In this section, you can create or locate a ). In this section, you can create or locate a 
list.list.

Links: Links are shortcuts to either a folder or file, a group, Links: Links are shortcuts to either a folder or file, a group, or a mail list that or a mail list that 
can be stored in your personal folder (“My Folder”).can be stored in your personal folder (“My Folder”).



Let’s take a lookLet’s take a look



Log InLog In

If you have an active 
Postdoc account



Log In PageLog In Page



New AccountNew Account

If you need to create 
a new account



New Account PageNew Account Page



Forgot Password?Forgot Password?

Click here if you have 
an account, but forgot 

your password



Forgot Password PageForgot Password Page

Make sure your 
user name is here



My FolderMy Folder



Adding a FolderAdding a Folder

Add Folder from “Mode”



Adding a FolderAdding a Folder

Use this link if you would like to 
create more than one folder



Adding a FolderAdding a Folder

Folder appears here



Adding a DocumentAdding a Document

Default is empty



Adding a DocumentAdding a Document

Add Document from “Mode”



Adding a DocumentAdding a Document

This will convert your file to a 
.pdf by default (automatically)



Converting a Document to .Converting a Document to .pdfpdf



Converted DocumentConverted Document

Will appear soon 
(depending on file size)



Back to My FolderBack to My Folder

Navigation points

Navigation points



Creating a GroupCreating a Group

In the “Groups” 
View



Creating a Group Creating a Group –– with Mail Listwith Mail List

A mailing list is created by 
default, unless unchecked



Inviting NonInviting Non--registered Usersregistered Users

Use this link to invite people 
outside of Postdoc to join



Add Existing UserAdd Existing User

Use this link for 
existing users



Inviting NonInviting Non--registered Usersregistered Users

Add email addresses here



Adding the Link to My FolderAdding the Link to My Folder

Search here for your new 
group



Adding the Link to My FolderAdding the Link to My Folder

Option 2: Internet Explorer 6.0; right 
click (Win), or Control Click (Mac) on 
the Group Link and “Copy Shortcut”.

Netscape users: “Copy Link Location”

Option 1: Click here and you will be re-
directed to “My Folder”.



Adding the Link to My FolderAdding the Link to My Folder

Add Link from “Mode”

In “My Folder”



Adding the Link to My FolderAdding the Link to My Folder



Adding the Link to My FolderAdding the Link to My Folder



Adding the Link to My FolderAdding the Link to My Folder



Adding the Mail List to My FolderAdding the Mail List to My Folder

Search here for the new 
mail list

Now, From the “Lists” 
page



Adding the Mail List to My FolderAdding the Mail List to My Folder

Option 2: Internet Explorer 6.0; right 
click (Win), or Control Click (Mac) on 
the List Link and “Copy Shortcut”.

Netscape users: “Copy Link Location”

Option 1: Click here and 
you will be re-directed to 

“My Folder”.



Adding the Mail List to My FolderAdding the Mail List to My Folder

Add Link from “Mode”

In “My Folder”



Adding the Mail List to My FolderAdding the Mail List to My Folder



Adding the Mail List to My FolderAdding the Mail List to My Folder



Adding the Mail List to My FolderAdding the Mail List to My Folder



Add Users/Group to a FolderAdd Users/Group to a Folder

Click on the “Relationships” 
Icon



Adding Users to a FolderAdding Users to a Folder

You will be the Owner by 
default

Click here for permissions 
instructions



Adding Users to a FolderAdding Users to a Folder

Use “Search” to locate user

Determine the privileges 
and add the user



Adding Groups to a FolderAdding Groups to a Folder

You can add groups as well



Adding a Group to a FolderAdding a Group to a Folder

The Group is now added



Common ProblemsCommon Problems

Remained guest, even though I logged in:Remained guest, even though I logged in: Postdoc does not support Postdoc does not support 
the Safari browser on Macs.the Safari browser on Macs.
People cannot see my files:People cannot see my files: This generally occurs when a person is This generally occurs when a person is 
given access to a file after the file was added to postdoc. Revigiven access to a file after the file was added to postdoc. Review the ew the 
“Copy relationships” documentation in the Help section. (Folder “Copy relationships” documentation in the Help section. (Folder 
Main Help, Item Relationships)Main Help, Item Relationships)
How do I invite people without Postdoc accounts to view my filesHow do I invite people without Postdoc accounts to view my files: : 
You could make a file readable by anyone on the Internet under tYou could make a file readable by anyone on the Internet under the he 
“Relationships” link. Refer to the Folder/file relationships “Relationships” link. Refer to the Folder/file relationships 
documentation. (Folder Main Help, Item Relationships)documentation. (Folder Main Help, Item Relationships)
How do I invite people without Postdoc accounts to join my groupHow do I invite people without Postdoc accounts to join my group: : 
You would have to invite them to join Postdoc. To do this refer You would have to invite them to join Postdoc. To do this refer to the to the 
“Invite non registered people to become members” documentation. “Invite non registered people to become members” documentation. 
(Groups Main Help, Members) (Groups Main Help, Members) 



Help ReferencesHelp References

For Postdoc Support: For Postdoc Support: 
Email: Email: postdocpostdoc--help@postdoc.arc.nasa.govhelp@postdoc.arc.nasa.gov

Call: 650Call: 650--604604--55625562

Check the Help tutorial and FAQ:Check the Help tutorial and FAQ:
https://postdoc.arc.nasa.gov/help/index.htmlhttps://postdoc.arc.nasa.gov/help/index.html


